[image: image1.png]THE 411

INITIATIVE FOR CHANGE




   SHOW BOOKING PROCEDURES SHEET

How to Book a Show

· Please complete and fax a Booking Request Form to 1-866-696-4549 or download and email the form in the programming section of our website www.whatsthe411.ca.  It is important that you fill out the entire form so that we can have the necessary information to process your request.
· You will then be contacted to confirm the date and time for your performance and then issued your booking contract.
· A signed copy of the booking contract and applicable booking fee’s are due upon receipt and can be mailed to: The 411 Initiative For Change P.O. Box 301, Station B. Toronto ON, M5T 2W2
· You will then receive back a final copy of the contract signed by The 411 Initiative For Change. 
· Booking fee’s must be received by 411 in advance of the presentation date. Cheques payable to the 411 Initiative For Change Inc, noting your school name may be sent to the above noted address.
Program Requirements

· At least one teacher or school administrator per school is required to complete a program evaluation form. These forms are help our organization and our funders gage the effectiveness of this program and are helpful in the development of future programs.

· Designate four to five student volunteers to help with program set up one hour in advance of the show start time. This is a great interactive learning experience for the students and a real help to the artists.
Additional Resources? 
· The 411 website has resources and fact sheets which you may find useful in working with your students to further explore issues relating to girls rights in the classroom. 
How to Make the Most of Our Visit

· Work on good audience behavior with your students

· Show your students you respect and value the artist’s work by being present and engaged in the event 
· Designate a staff person to greet the artists upon arrival to the school and to introduce the performance.

Tech Requirements

· Access to electrical outlets

· Large projection screen 
· 3 sturdy long tables and 4 chairs
· Please ensure that the stage or performance area is clean and dry
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